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WHAT TO DO WHEN A CHECK IS
WRONG OR MISSING




Revised 04-01-2000
Issuance of a timely paycheck is one of the payroll officer's main responsibilities. When a check is issued
in error or when no check is generated at all, the appropriate steps should be taken to secure a correct
check for the.employee. As stated in Chapter 2, there are two types 6f supplemental payrolls. The first
is the system supplemental, run on the night before payday. This is the method recommended for the
issuance of a cormrected check. However, should this payroll un nét be timely enough, a manual payroll
(SAé-27 payroll voucher) can be prepared. This chapter will provide instructions for the preparation of

a System Supplemental and a SAS-27 and all the associated documents relating to check correction.
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7.A. Preparing a System Supplemental Revised 09-01-99
The System Supplemental, usually run on the night before payday, is a payroll run for generating checks
for employees who were missed or paid in error on the regular payroll. Each employee to be paid on the
System Supplemental must have either a 700 or a 900 wansaction submitted. Payments which are to catch-
ui) for pay missed in a prior pay period should be coded a retro pay. Payments for hours worked in the
current pay period should be coded on a 700 transaction. Any appropriate leave transactions may be
entered on the System Sllppiemenm as well. Only employees who have a 700 or 900 transaction entered
will be paid on the System Supplemental. These transactions may be submitted to the Payroll Branch,
Room 535, 5th Floor, 200 Fair Oaks Lane, Frankfort on any of the days listed on the payroll schedule

indicating "Updates for UPPS Supplemental”.

In addition to submxtung the pay traﬁsactions for each employee, a System Supplemental Notification Form
is required. (A copy of this form is found on the following page.) This form indicates which agency is
to be paid and whether the employees to be paid are P-1 employees, non P-1 employees or both. Without
the notification, the pay transactiqns will not be processed. The notification must be received in Room
535, 5th Floor, 200 Fair Oaks Lane, Frankfort by 1:00 p.m. on the day payroll supplemental is run.

Checks from the System Supplemental are written on paydéy, and are ready to be picked up in the State

Treasurer's Office that afternoon.
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7.A. Preparing a System Supplemental Revised 04-01-2000
SYSTEM SUPPLEMENTAL NOTIFICATION FORM

Although you are no longer required to send in Payroll Certification Forms, it is essential that we have
prior written notification that you intend to pay an employee(s) on the System Supplemental Payroll. This
form will be the only means of telling the Payroll Branch staff that you have people on the System
Supplemental Payroll. :

COMPANY NO. P-i NON P-1
XX-XXX Y Y >
Pay Period Ending Date

Signature of Employee Preparing Payroll

‘Date Submitted
Complete this form, sign and send to:

Personne] Cabinet

Division of Employee Records
Payroll Branch

Room 535, 5th Floor

200 Fair Oaks Lane
Frankfort, KY 40601
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7.B. SAS-27 Manual Payroll Voucher Revised 04-01-2000

SAS-27 CERTIFICATION FORM
NAME SSN
Pay Period Semi-Monthly Gross Amount Explanation
Salary Due

Manual Pay Transaction I certify that the person listed on this SAS-27 has
0] Attached not previously received this pay through UPPS.
[3 Entered on CICS on

(DATE)

Signature
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7.B. SAS-27 Manual Payroll Voucher Revised 04-01-2000

PAYROLL VOUCHER (SAS-27)

STATEMENT OF PURPOSE:

The Payroll Voucher is completed by a requesting agency and submitted through the Personnel Cabinet
to the Division of Statewide Accounting Services for verification of data and the issuance of a warrant.
These vouchers are used to process immediate salary payments such as: Block 50 overtime payments,
termination of employment payments, or payments when the employee did not appear on the regular UPPS
payroll, and to process paymenits to non-UPPS §tate employees who do not recei've regular payroll checks
or do not require Personnel Cabinet approval. |

There is not 2 continuation sheet for the Payroll Voucher. A maxirmum of two employees may be paid on

one payroll voucher. Upon prior approval from the Director of the Statewide Accounting Services, certain
non P-1 employees may use an agreed to continuation sheet.
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7.B. SAS-27 Manual Payroll Voucher

Revised 04-01-2000

COMPLETION INSTRUCTIONS:
REF # FIELD DESCRIPTION

1 Agency name Enter the name of the Agency for which this voucher is being
produced.

2 Organization Name Enter the name of the Organization for which this voucher is being
produced.

3 Date Enter the date the voucher is prepared MM/DD/YY).

4 Page Number Enter the consecutive number this page represents, e.g., Page 1, Page
1 0f 4, Page 1 of 6, etc.

5 | Document ID Leave Blank. The eight - character number prefixed with PA will be
entered by SAS.

6 |Fund ‘Enter the four-digit fund number identifying the financial resources
relating to this transaction. A valid Fund Code is requu-ed on a new
document.

7 | Agency | Enter the three - digit Agency number completing this document A

: valid Agency Code is required on a new document

8 .| Org (anization) A valid four - digit Organization Code is required on a new
document. See Organization (ORG2) for valid values. ‘

9 Sub-Org Leave blank or enter a valid two - digit Sub Organization Code. See
Sub-Organization (SORG) for valid values.

10 | Appropriation Unit Required. A valid four - digit Program Budget Unit (PBU) is

(PBU) required on a new document. See Program Reference Table (PBFT)
for valid values.

11 | Activity Leave blank or enter the four - digit valid Activity Code (default is
inferred from ORG2 table).

12 | Function Code Leave blank or enter a valid four - digit Function Code.

13 | Object Required. A valid four - digit Object Code is required on a new
document if using the Purchase Method (a 'N’ on the WHS2 table).
Otherwise leave blank.

14 | Sub-Object Leave blank or enter a valid two - digit Sub Object Code.

15 | B/S (Balance Sheet) Leave blank or enter a valid four - digit Balance Sheet Account.

16 | Job/Project Number Leave blank or enter a valid eight - digit Job Number Code.

17 | Report Category Leave blank or enter a valid four - digit Reporting Category Code.

18 | Termini Leave blank or enter a seven - digit Termini Code.
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7.B. SAS-27 Manual Payroll Voucher

Revised 04-01-2000

REF # FIELD DESCRIPTION
19 | Vendor Number Vendor is pre-printed “ZZFNPAYRL00”.
20 | Payment Type Check the appropriate payment type.
21 | Period Enter the first and last calendar dates of the pay period being
reported. : '
22 | Accounting Period Inferred from the Date of Record. If you want these transactions
: recorded in another accounting period, enter the desired open period,
using fiscal month and fiscal year. You cannot enter future periods.’
23 | Budget FY Inferred from the current fiscal year. If you want these transactions
recorded in another fiscal year, enter the desired.open fiscal year.
You cannot enter future budget fiscal years.
24 | Company Payroll Enter the assigned number representing ~the specific
Number cabinet/department. :
25 | Total Disbursement Enter the total amount from the Gross Pay field.

Amount

26 | Reference Number: Enter referenced document number for employee paid by payment
' voucher.
Payroll Details:
27 | Employee’s Name Enter the employee’s last name, the first name and middle initial.
28 | Rate Enter the individual employee’s appropriate rate of pay.
29 | Hours With Pay Enter the hours worked, including authorized vacation and sick leave,
by each employee. ,
30 [ Social Security Enter the employee’s social security number.
| Number : .
31 | Gross Salary Calculate the gross salary earned (using the appropriate Rate x Hours
or Days = Gross Salary). Enter the same amount in both Gross
Salary columns.
32 | Soc. Sec. Tax @ Enter the employee’s share of Social Security tax to be deducted from
6.20% the gross salary. ,
33 | Soc. Sec. Tax/ State | Enter STATE’S SHARE OF SOCIAL SECURITY.
Pay
34 | Soc. Sec. Taxable Enter the gross wages subject to Social Security tax of 6.20%.
35 | Medicare Tax Enter the employee’s share of Medicare Tax at 1.45% to be deducted

from the gross salary.
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Revised 04-01-2000

7.B. SAS-27 Manual Payroll Voucher
REF # FIELD DESCRIPTION
36 | Medicare Tax/State Enter the STATE’S SHARE OF MEDICARE TAX AT 1.45%.
Pay
37 | Medicare Taxable Enter the gross wages subject to Medicare Tax of 1.45%.
38 | Federal Tax Enter the amount of federal tax to be withheld from each employee’s
- gross salary.
39 | State Tax Enter the amount of state tax to be withheld from each employee’s
' gross salary.

40 | Local Tax Enter the amount of city tax to be withheld from each employee’s
gross salary, if applicable. :

41 | Local Taxable Enter the gross wages subject to this local tax.

42 | Local Tax/Name Enter the city name and the local code.

43 | Retirement Enter the amount of the individual employee’s retirement

v contribution. ,

44 | Retirement/State Pay | Enter STATE’S SHARE OF RETIREMENT.

45 | Retirement/Name Enter the name of the retirement system.

46 | Retirement/Wages Enter the gross wages subject to retirement.

Subject

47 | Health Insurance Enter the amount of the employee’s health insurance premium to be
deducted from gross salary, if applicable.

48 | Health Insurance / Enter STATE SHARE of heaith insurance.

State Pay
49 | Health Insurance / Enter the name of the hea.ith insurance carrier.
Memo :

50 |Bonds Enter the total deduction from the individual employee’s check for the
purchase of U. S. Savings Bonds. This amount can be deducted each
pay period or one pay period each month.

51 | State Paid Life Enter the STATE SHARE of life insurance.

Insurance
52 | Life Insurance / Enter the name of the life insurance carrier.
Memo

53 | Miscellaneous Enter the amount of any miscellaneous deductions the individual
employee may be deducting, such as a credit union deposit or
payment.
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7.B. SAS-27 Manual Payroll Voucher

Revised 04-01-2000

REF #

FIELD

DESCRIPTION

54

Miscellaneous / Memo

Enter the specific amount for each miscellaneous deduction (Credlt
Union, United Way, miscellaneous insurance).

55 | *Net Pay (Amount) Calculate and enter the amount that will appear on the employee’s pay
- check (Gross Salary less deductions SS, Medicare, Fed Tax, St. Tax,

KERS, Health Ins., Bonds, and Misc. = Net Pay).
56 Enter the sum total of fields Gross Salary, SS, Medicare Tax, KERS,

Net Pay (State Pay)

Health Ins., and St. Pd. Life Ins. = Net Pay (State Pay).

Note: If two (2) employees are to be paid on this Payroll Voucher, include the totals of both
employees in the following applicable fields:

REF # FIELD DESCRIPTION
Totals This Page:
57 | Total Gross Pay Enter the total gross salaries for all employees plus the State’s share
of Social Security, Medicare, retirement, health insurance, and State
Paid Life Insurance.
58/59 | Total Social Security | Enter the total amount of Social Security plus State Pay and Medicare
and Medicare Tax plus State Pay withheld from each employees’ gross salaries (total of
(FICA) . fields SS, SS/St. pay, and Medicare Tax, Fed. Tax). List Soc. Sec.
_ and Medicare amounts separately.
60 | Total Federal Tax Enter the total amount of federal tax withheld from all employees
gross salaries.
61 | Total State Tax Enter the total amount of state tax withheld from all employees’ gross
' salaries.
62 | Total Local Tax Enter the total amount of city tax withheld from all employees’ gross
salaries, if applicable.
" 63 - | Total Employee Enter the total of all employees’ retirement contributions.
Retirement
64 | Total Saving Bonds Enter the total amount of deductions for bonds.
65 | Total Health Insurance | Enter the total amount of all employees’ health insurance premiums.
66 | Total Miscellaneous Enter additional life insurance and other miscellaneous deductions
withheld from employees’ gross salaries.
67 | *Total Net Pay Enter the total of all fields marked with asterisks(*).
68 | Grand Totals Line Leave this line blank. Reserved for future use. May be used at the
agency’s discretion.
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7.B.

SAS-27 Manual Payroll Voucher Revised 04-01-2000

REF # FIELD

DESCRIPTION

69 | Pay Period Ending

Enter the last calendar day of the pay period, as listed on the top of
this document.

70 | Payroll Number

Enter the payroll number as listed on the top of this document.

71 - | Employee Preparing

Signature and date of signature of the employee who prepared this

Payroll/Date document. ‘ 7
72 | Authorized Agency Signature and date of the Authorized Agency personnel. Comparative
Signature/Date : Signature Cards (DOA-50) must be on file in the Division of

Statewide Accounting Services.

73 | Personnel Secretary

Signature and date of signature of the Personnel Secretary, Personnel
Cabinet. Comparative Signature Cards (DOA-50) must be on file in
the Division of Statewide Accounting Services.

Copies to:

Statewide Accounting Services

State Treasurer
Social Security
Personnel Cabinet

Agency (Pending)

Page 7.12



7.C. Manual Pay Transactions Revised 01-06-06

Manual Pay Transactions are used to update the employee's earning records of checks issued manually or
checks which are redeposited.. It is critical that these transactions be prepared properly, and submitted in a
timely fashion. The importance relates to the need to produce an accurate W-2, reflecting only the money
actually paid to the individual. ’ '

This section covers 9 types of Manual Pay Transactions. There may be other types of corrections needed. Ifa
situation occurs that is not covered in this section, the Payroll Assistance Section should be consulted for
assistance in preparation of the correct transactions.

1L

tax.

How to update a manually issued check (via SAS-27) for an employee subject to only one local

Follow the example shown on the next page. Enter the appropriate amounts in each field. If the
employee's pay is regular and leave time, enter the specific hours and amount of pay on the 400 (for
regular pay) and the 6_ _ (for leave or special pay).

Trans No 503:

Trans No 400: .

~ Trans No 500:

Trans No 550:

TransNo 6_ _:

Be sure to include the check number (if it is an EFT you must include the leading
90) and the check date on the 503 Transaction. Enter period beginning date and
period ending date. This must be a valid payperiod, you cannot use overlapping pay
periods or partial payperiod dates. YQ Indicator use a Y.

Enter the appropriate amounts and hours in each field. If the employee's pay is
regular hours and/or overtime, enter the specific hours and amount of pay. Enter -
Adjustment Indicator (+). YQ Indicator use a Y. :

Enter the appropriate amounts for FIT, Social Security, SIT, Medicare, and Local
Tax Withheld. The Net Pay and Overall Gross Pay (Regular Pay and Special
Pay=Gross Pay). Adjustment Indicator (+). YQ Indicator use a Y.

Enter all Employee and Employer Deductions. Adjustment Indicator (+). YQ
Indicator usea Y. '

Enter the appropriate Special Pay No., Special Pay Hours and Amount of Pay.
Adjustment Indicator (+). YQ Indicatoruse a Y. '
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7.C. Manual Pay Transactions Revised 01-06-06

2 How to update a manually issued check (via SAS-27) for an employee subject to more than one

local tax.

Note that for this set of transactions, multiple 500 Transactions are required.

Trans No 503:

Trans No 400:

Trans No 500:

Trans No 500:

Trans No 550:

TransNo 6_

Page 7.18

Be sure to include the check number (if it is an EFT you must include the leading
90) and the check date on the 503 Transaction. Enter period beginning date and
period ending date. This must be a valid payperiod, you cannot use overlapping pay
periods or partial payperiod dates. YQ Indicator use a Y.

Enter the appropriate amounts and hours in each field. If the employee's pay is
regular hours and/or overtime, enter the specific hours and amount of pay. Enter
Adjustment Indicator (+). YQ Indicator use a Y.

Enter State and Local Code (Primary Tax Location), FIT, Social Security, SIT,
Medicare, Net Pay & Gross. Adjustment Indicator (). YQ Indicatorusea Y.

Enter State and Local Code (Secondary Tax Location) and Local Tax Withheld.
Adjustment Indicator (+). YQ Indicator use a Y. :

Enter all Employee and Employer Deductions. Adjustment Indicator (+). YQ
Indicatorusea Y.

Enter the appropriate Special Pay No., Special Pay Hours and Amount of Pay.
Adjustment Indicator (+). YQ Indicator use a Y.
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7.C. Manual Pay Transactions Revised 08-01-00
3. How to reverse a check from this quarter that is being redeposited.
Be sure to enter the entire check number (found on Report 10 or Report 15). Check Number is 7 digits,
right-justified, no alpha letters. EFT is 9 digits, which inchudes the lead characters of ‘90, right-justified,
no alpha letters. Also, be certain that the check date from Report 10 or 15 is entered, and not the date that
the check or check stub was printed.
Trans No450:  Enter check number, check date, and period ending date.
Enter appropriate YQ Indicator. Enter "Q" to update year and quarter-to-date only.

"Blank" will update year, quarter, and month-to-date. These are the only codes that
will be accepted. '
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7.C. Manual Pay Transactions Revised 08-01-00
4. How to reverse a check from a prior quarter that is being redeposited.

Be sure to allocate the regular pay and the leave pay according to the way the check was actually issued,
if appropriate. Also, be certain that the check date from Report 10 or 15 is entered, and not the date the
check stub was printed.

For an employee subject to more than one local tax, multiple 500 Transactions are required. When using
multiple 500's, remember to enter State and Local Code.

Trans No 503:  Enter check number (lead characters of "90" for an EFT check), check date, period
beginning date and period ending date. YQ Indicator €& :

Trans No 400:  Enter the appropriate amounts and hours in each field. Enter Adjustment Indicator (-).
YQ Indicator '

Trans No 500:  Enter the appropriate amounts for FIT, Social Security, SIT, Medicare, and Local Tax
Withheld. The Net Pay and Overall Gross Pay (Regular Pay and Special Pay=Gross
Pay). Adjustment Indicator (-). YQ Indicator Q.

Trans No 550:  Enter all Employee and Employer Deductions. Adjustment Indicator (). YQ Indicator
a _

Trans No 6__: Enter thé appropriate Special Pay No., Special Pay Hours and Amount of Pay.
’ Adjustment Indicator (-). YQ Indicator Q
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7.C. Manual Pay Transactions Revised 08-01-00
5. How to update for a Local Tax Refund when both tax and taxable amounts need to be adjusted. |

Note that the State and Local Code of the location where the tax was withheld must be entered. Also note
that two 500 Transactions must be completed.

Trans No 500:  Adjustment Indicator (-) for Local Tax, (+) for Net Pay.
Trans No 320:  Adjustment for Local Taxable.

Trans No 365:  State & Local Code adjustment to Local Taxable.
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7.C. Manual Pay Transactions Revised 08-01-00

6. How to update for a Federal Tax Refund when an excess amount of tax was withheld bat the
taxable wages are correct.

This example could be used for a State Tax Refund also, by entering the amount of the refund in the
appropriate columns.

Adjustment Indicator (-) for FIT Tax Withheld and (+) Back to Net Pay
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SUDIITSURI) SUIBINOD ULIOY Sjy3,

(3uas3§0y 40.)) NVN BIA0TING

(11}

ON d3A04Na

R B b i 1o
(]
RN T I {o
0L W06 alepdpy oape8an-+(-) WYS pype-¢ 2ir( 0 Yuop pue 2apeal) ‘Mmap --quejg _ ' _ _ _ _ _ _ _ _ 9
QO WP Aepin) dANISO S (4) UIYS puodas--Z Od PUB (LAD \
10y o yung VIS 1Singee ) A0 2uQ 0) 21BN PUB J8IA D _ H _ _ _ _ _ _ _ _
HOLVIINI HOLNDIINE 10 3unjg O 38q 0) K-+ A ! 9
ANLYIAO |, ANZWISHTQY aams |- HOLYIIUNI OA 0y T RTH T V) AN TE N
> rg OAlya,]  amnowvavawionss ol swnomavawoms fus), 0N |9
M 1
LR REE RN RN NN RN RN RN i1 HERnr:
{ } } } 4 } 1 “
HIIIHUIIENG HINNHe
L
X AT 7 A T [T N Y] M I3 BTN T 1271 I T S 17373 T2 TSN A BT A 728 T4 A WA
: wnowy ot 8 1 nowy @ .m..@ woowy ol e SR annowy i3l o wnowy =f 0N INNOWY o o N INROWV [ w.m_zm._ g uzn:
LTI T TTITT T T T T T s T T T T T T T T T T T T Toms
| ; ; i i i
H T o TT T T T T T T T T[T T T T T T T T T oo
{ t } } { } t
L
- TTTTTTE T __m____m___:____m__oQ\._N:____sm
] .
N 7 T T T M WS 23 TS T T (& T3 A HANATA NS
O fuo. Avd ssouo ) Avd L8N al_ sviweer [§ Tavourn [a]  ORMI ais dlauwnoss wicos [a] M rrs ol O | mzcﬁz_
[} L)
GO (©
[ 1] RN LTI T T T oob
. I N [
xc.._<:ﬂmh_.,.=w_,.“...._:oz:am._:m:z_z.u. _ ; _ _ _ ; _ _ _ _ _ _ _ _ _ 0oy
WD, VDT ISAW WV 40 WNS FHL : : .
b 09 ]
%W.MP NAOWY .w%ﬂhzmczfgﬁﬁzﬁsog W g s.mv,_:o:~_<._:cm_m.h w.ﬂ .w._oz:
e il SN0 § Lo |
.: 5 (T.
n_m:_m:_o_h_m_o:_:o_n_m_m:_N_o_m_n_w_m_m_o_m_ [T T eos
. b1 8P : w6
1 or| awvaoniana aoz,.z @LVa NID3E A0INad ALV A0THD YIAWAN HOIHD oL
o u?._ {B1oads 8«25 009 X3
»S.s.s pasiaay) 3 suojionpag o_sua oss m - " _ _ _ _
Ked enuepy Fam w0 u d 11917182l lollolglelelt
ed 1o U e e v 0SJ2 1% ik _

ON ANVJINOD

Derwms 7 DO



7.C. Manual Pay Transactions Revised 08-01-00

7. How to update for a Retirement Refund when the retirement was withheld on an ineligible
- employee.

Note that this set of transactions does not include 2 Manual Pay form, but is still required to update the
employee's records for a correct W-2. )

Retirement Refund can only be updated with the 3_ _ Transactions. Follow the example on the next
pages. - '

NOTE: For Premium Conversion Refund, follow the same examples except on the 335 Transaction, use
correct employer and employee deduction numbers and amounts.

Page 7.30



AR ERR AR R NN R ER RN RN RERREY LEVTTTT T TETTTT]TT ufsee s
+ { } . } } }
T T T T T T T e T T F0lee TT b0l v o
R g g —gese g o
RRERR AR AR AR NN RRR N R NI oce
: : '
T | 8¢  _  ___¢f |
— -\ Nan.c\wm.%ﬁ___%;% w . b(m Em_____c__p_>..<uo._ .«p QLA GTHHLM LIS b(n >m_hu>_meu.mam__u_.w_u.anm .pdmlancS.Sw_E:sE “ _<~ L ON
NRRERRERRRRERRRRERERE S\.ﬁ@.ZZ+_mﬁ_____+_h_h”mﬁ_____+ 55
h LErb(m “ @ flbr * Q.F.p‘m]ww m,_a<x<§x<o_amw" ﬁl%b.wm,_meﬁ:o_:ﬁ“m Wmﬂﬁé ﬁ & LON
w_______N_hmﬁ_,____+_\._Numﬁ_____+_w______ ERERERERRRRENEREE ots
55 (70 (11 T PO 1] ) (730 I T FT T3 T pA T3 AN IFA (AT
atagtavxviwoor  |Y GLA F1GVXVL LIS Y| awagraveveus v Q1N AVd SS08D v Q1D AVd SSOND v QLA AVd 5040 vl L ON
HIR LETTTTT] RERRRERRRERRRRRRRRRERR R FETTTTTTT [wfooc faas
HEI LTI T T T T T T I T T T T T T T T T T T lolse s
e T T e TTTTRITTTTI T TTIT T I0TTTTT LETETTTTTTTTTTTT [aloos laa
73 L [0 (%] ) [T 3 TS 8 9% (T (31 T A0 T3 3 7% [iz[ozlsl
aaaoasor |V AVd 13N Vi avacwms Y[ avazams  |¥ AVdZL0 v AVA1L0 v AV WVINDIY v | oN
i e xt LTI TTTTT]TTT
. (26910 prseo) 2 PIAYNIM X0 OFE . e — . _
1 "ON Suohigjnwnody 3j1q 1aise] mw s —yir ] BETUIELUTEE 2N e 04 ANYNAIAOTINE oot ON AIAOTIWH ON ANVJWO0D
I Sddn N sdeq prapusis 0o -

1SUDJIIBSURS) SUJRIHOD UMOJ SiNyY

-— N

-



L TTT LT TT R R ST TTTTTTTTTTT 1T Talose]os
P TTTT LT TT LT ] IR T TT UL T T T T T [wfose faum
P TTT P TTT LT LT L TTT VLT T T TT o osefaso
LT TT LT TT] R BRR LT TTT VLT T TT 5 osefann
) —8 RSE_.:E wzé_cmz_n v e —H9 nmézﬁ_aézaﬁe‘_ v Tty | 2403 mwﬂmn Mm_hmuo_“ o
L ETTT L TTTT HIEREREEREERREE L T ]=T T TT Talese]oa
T T T T T T T T T T T T T T T e
i TT T LT TT L TTT L TTTTT LT T TT [ofwsefaso
i T T L i TT T T TT LT TTTT VLT T T T Txesefaun
T cams ¥ cﬁ:zpit_guwm._shm A QIBHHLIM L1d v £00 | 2aod mw_quz Mw.ﬂﬂﬂh ooy
H H H '
| m Al m_m B anﬁmm_m_ _ F_v M. M “. | _kjnl =_q m il ._n bm_l.mmm.mun_: R_ _: -
v1d o gnvxvinonss | Vi anmevivenons | Y| absavivenonin ¥ cummavevionws [V | o | e | in [ #3300 T N
L ETTTTT LT TTTTT LT TTTTT LT TTTT LI TTTTTTT Jese
— 1D UOId AV4 SS0UD v i QLA AVd §50UD e .l%l[. a1d Avd ss0uD e i QLA AV S5080 e Heoa N
V4 b waortaivis | xve { awnngo |l

(26:91-p0 pasiaoy) saxsy, Aueduto)) ggg

x| VITTTTTTTTTTTT]

‘ON suo1 ’ PIMUIM XuY L5E :
1 "ON suonenunooy a1 xej foa shPrLUON 113 9¢ oRopuj 28wy . - - ol —
t Sddn od B0ID S5E (oouanojoy 404) ANVN ATAOTANE |oor, ON BHAOTdNE ON ANV4WO0D

ISUONNEUTI SUIBILOD wL0) syy)

Pacae 7 2D



IR RERARRRR RN RRRREEERR VLTI TTTTTT T T T 07T Tece
m IL E.Tn.w. (I 7] T (308 [T T It X T T T 1308 13 [3 474 FATA 1A 74 KA A
dsauamoonnsan |V|  deauoamonsar || awvoaosroonnsa |V awaaoanoosar | Y| aaananoonnsas J¥| arrasoanioosay |V o] dood un A m%a\Mr
LTTTTTTTTTTTTTd TTTTTT T TTIoTT]]Ts 1 11 [aloce] 0a
} } +
LETTTTY TTTTTd ETTTTTT T TTToITT I T L1 T T [l oce jaan
: - : ;
LTTTTTITTTTT] CETTTTTT T TTITToT T, LT [o]oce faso
; ; i j
LETTTTLITTITTTd i FTTTT _mﬁ_____.,_m VLT T 4] ocefara
LL 1L oL} 69 £9 wal-bm;. 1 _los] o Iy J0pl 6f OFf ] (Y474 KX YA
v v | ANBVXVL IVOININ v FUVKVI VI "IVIOL Y| mavkveannonswvivos |Y ,_u%um.u._‘mmmﬁw pror IR st
L TTTTT HEAEA R R AR RRRRRRR AR AR DR RAR R LT T T T Jalsoe] 0a
1 } } } “
HI HI VLTI T T T T T T T T T T T T T T Ideoe foum
H T 4 } $
Lo TTTTT _m.______ _w______ i PTTTTT I TETTTTTT TTITTTTTT Tofsee|ams
v N T n u
T T T[T T T e T R TTT T e T T T el
A iL ) I ) . (T 73 I i : T8 T4 (A TA VA A TA KT A 74 M E AT
v \{ BIEVXVLIVI0T v WIGVXVI LIS v FIAVRVLU v bl e i I
| x(CP P T TTTTTTTTTTd
. (CGovopoaow) | SO ¢ _ T8 915 -
C 'ON suohE|nUIRA0Y Sjt| Xe], M irtrded Bl A B 4 RN — ON 33A0 TG ON ANVAINOD
v w&m: “n—-O-—DGn:ﬂ”— n:—-u_owﬂgﬂqﬂ%——-ﬁﬂ—ﬂbﬂ. -

Page 7.33



7.C. Manual Pay Transactions Revised 08-01-00
8.  How to do Workers’' Compensation Adjustments.

The example below shows how to compute the amount of leave time to be restored. Retirement
contributions must be requested on the Request for Refund and the appropriate pay periods must be -
shown for Retirement Systems to make the refund. The FIT Taxable, SIT Taxable, Social Security, and
Medicare Taxable adjustments should be for the amount of the Workers' Compensation check minus
Retirement. The only exception to the example would be if the agency does not request back the Federal
and State Income Tax. The employee can recoup this overpayment on their individual tax refund. The
adjustinent would still be made to the FIT Taxable and SIT Taxable.

WORKERS COMP EXAMPLE

1. Employee A used 157.5 hours of sick leave for the month. - He received $788.42 in Workers
- Comp, which he returned to the agency. His hourly rate is $7.636 (based on $1,237/mo.). To
get the sick leave hours to restore, divide $788.42 by $7.636. RESULT=103.33 hours of sick

leave bought back.

2. Employee A is single, 0 dependents. The local tax code is 18-13, Frankfort.
3. Prepare Request for Refimd for:

$46.44 Employee Social Security

$10.86 Employee Medicare

$46.44 State Social Security

$10.86 State Medicare

$96.00 Employee Federal Tax

$35.04 Employee State Tax

$39.43 Employee Retirement (Rate based on KERS Non Hazardous 5%)
$46.44 State Retirement (Rate based on KERS Non Hazardous 5.89%)
$13.80 Employee Local Tax - S '

4. Prepare UPPS Transactions as follows:

Note on 330 Transaction, Total Fica field is State Social Security & State Medicare amounts
combined. - -
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- How To Do A Request For Refund Revised 08-01-00

The Request for Refund on Payroll is completed by a requesting agency and submitted through the State
Treasurer's Office. These documents are used to request back monies withheld in error, including but not
limited to Federal Tax, State Tax, Local Tax, and Retirement. Multiple employees can be processed on a

single document.

COMPLETION INSTRUCTIONS:
REFERENCE FIELD NAME INSTRUCTION
NUMBER
1 Company Number Enter company number and department name for which
this request is being made.
2 Division Name Enter the division name for which this request is being
made.
3 Payment Type Check the type of payment of employee for which this
request is being made.
4 Checks Made Check the appropriate box of who the check should be
Payable payable to from this request.
5 Manual Pay Check the appropriate box for how the manual pay
Transaction transactions were done for this request.
6 Last Name & Enter the employee's last name and first initial.
7 1 Social Security Enter the employee's social security number.
: Number '
8 Period Enter "From" and "To" period covered by this request. .
9 Check # Enter check number of check being re-deposited.
10 Gross Enter gross salary.
11 Social Security Enter employee share of social security.
12 Social Security Enter employer share of social security.
13 Social Security Enter wages subject to social security. (Gross minus
Taxable Retirement minus FSA minus Premium Conversion.)
14 Medicare Enter employee share of medicare.
15 Medicare Enter employer share of medicare.
16 Medicare Taxable Enter wages subject to medicare. (Gross minus Retirement
minus FSA minus Premium Conversion.)
17 Federal Tax Enter amount of federal tax being requested.
18 State Tax Enter amount of state income tax being requested.
19A Local Tax Code ‘Enter local tax code.
19B Local Tax _Enter amount of local tax being requested.
20 Local Taxable Enter wages subject to local taxes.
21 Retirement Enter employee share of retirement.
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Revised 08-01-00

How To Do A Request For Refund
REFERENCE | FIELD NAME INSTRUCTION -
NUMBER
22 Retirement Enter employer share of retirement.
23 Retirement Wages | Enter wages subject to retirement.
24 Health Insurance Enter the employee share of health insurance.
25 Health Insurance Enter the employer share of health insurance.
26 Bond ' Enter the amount of bonds withheld.
27 State Paid Life Enter the amount of state paid life insurance.
Insurance
28 Miscellaneous Enter miscellaneous deductions, listed by company name
and amounts.
29 Net Pay Enter the net pay amount.
30 Employee Social Enter the total amount of employee social security on this
Security request.
31 Employer Social Enter the total amount of employer social security on this
Security request,
32 Employee Medicare | Enter the total amount of employee medicare of this
request.
33 Employer Medicare | Enter the total amount of employer medicare of this
: request.
34 Federal Tax Enter the total amount of Federal Income Tax on this
request. ‘
35 State Tax Enter the total amount of State Income Tax on this request.
36 Local Tax Enter the total amount of Local Tax on this request.
37 Retirement Enter the total amount of retirement on this request,
employee & employer
38 Savings Bond Enter the total amount of savings bonds on this request.
39 Health Insurance Enter the total amount of heaith insurance on this
deduction, employee & employer.
40 Miscellaneous Enter the total amount of miscellaneous deductions on this
request.
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' CHECK LOG - TAX YEAR 20

Added 03-01-2000
(] P-1 Employee
[_] Non P-1 Employes

REQUEST FOR REFUND ON PAYROLL

CO. # ORG. #

CHECK # CHECK DATE

EMPLOYEE:

SOC. SEC#

LAST
PAYPERIOD: thru

FIRST _ Mi

REG[] SUPP[] SAS[]

[] CHECK REVERSAL

REFUND CHECKS
(Check Applicable Refunds):
. CINET PAY

[ ] SOCIAL SECURITY (Employee Share)
[[1 SOCIAL SECURITY (Employer Share)

1 MEDICARE (Employee Share)
[ 1MEDICARE (Employer Share)

] FEDERAL TAX
- [JSTATETAX
[JLOCAL TAX

[] KERS (Employee Share)
O KERS (Employer Share)

[[] TEACHERS' RET. (Employee Share)
[ ] TEACHERS' RET. (Employer Share)

DEDUCTION NAME / # AMOUNT

] PARTIAL REFUND

] WORKER'S COMP ADJUSTMENT

DATE RECEIVED CHECK(S) REDEPOSIT DATE

CR DATE:

CR DATE:

DEDUCTION NAME / # AMOUNT DATE

DATE
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7.D. On-Line Manual Pay Transactions Revised 08-01-93

The Manual Pay On-Line System is a CICS application which has Add, Inquiry, Update and Delete
capabilities. The security allows access control by company and down to any level of the organization.
Access can be limited to inquiry only or update which allows the ability to delete. '

At this time there are eight different types of manual pay transactions that can be created on-line.
These sets of transactions correspond with the manual pay transactions outlined in this manual.

Each screen will prompt the user for the required information. If the information is required and is not
supplied by the user, an asterisk will appear in the first position of that field. There will be minor
editing done in the on-line process. Several of the screens which have gross and net pay will have
balance edits performed.

The manual pay system may be accessed by using the Payroll Menu or by using the transaction code
"MPT1" and bypassing the Payroll Menu.

The user must go through a security check. If in the "Add" mode, the user must enter an
organizational code in order for security to work when the record has been completed. The
organization is not required for inquiry, update or delete unless the user’s security level goes past
company level.’

After successful completion of the security screen, the next screen will be a menu. This screen will
allow the user to select the type of manual pay to be created. If the user is in add, delete or update
mode the employee number must be entered. If when in inquiry mode, the employee number is not
entered, the first employee available to the user's security level will appear. The mode (lower right
corner) can be changed if the user is in one mode and wants to go to another while on this screen. The
only exception to this rule is that if the user is in inquiry, update or delete and wants to go to the add
mode, and has not logged on using organization security, a message will be displayed stating the user
must go through organizational security in order for add to work.

In this system there is a "Help" feature. If the user is in doubt about any field, place a question mark
(?) at the first position of the field and press enter. A help screen will appear and hopefully answer any
questions. If the user needs to know information about the screen as a whole, press PF2 or PF14 and a
help screen will appear, if available. To return to the manual pay screen, just press PF3 or PF15. If

. the user needs to know about several fields on the screen, they may use question marks in more than
one place at a time and the help messages will appear one at a time.

At the end of each day prior to payroll, the information will be extracted and the appropriate
transactions will be created.
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7.D. On-Line Manual Pay Transactions Added 07-01-93

Helpful Hints

1.

Options 1, 2, and 4 have the balancing routines on these screens.

A.  Regular Salary/Amount + .Overtime Amount + Special Pay Amount must = Gross.

B.  Gross - Taxes and Employee Deductions must = Net Pay.

Two of the same type c;f manual pays on the same employee cannot be entered on the same day.
Always use the EOF key when changing a field and then reenter the information.

All dates must be entered with the full six digits. ‘

No decimal points are used in this system.

An "X" is not needed to mark a change.
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7.D. On-Line Manual Pay Transactions Added 07-01-93

MANUAL PAY SECURITY

ACCESS: _ A = ADD NEW
I = INQUIRE
U = UPDATE
D = DELETE
COMPANY: CC DDD ORG CODES: DD BB SS UU (OPTIONAL)

PF1/15 = MENU  PF2/14 = HELP PF3/15 = EXIT ENTER = PROCEED
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7.D. On-Line Manual Pay Transactions Revised 05-01-02

MANUAL PAY OPTIONS

OPTION: _ EMPLOYEE NO:

-

UPDATE A MANUALLY ISSUED CHECX FOR EMPLOYEE WITH ONLY ONE LOCAL

[y

2 UPDATE A MANUALLY ISSUED CHECK FOR EMPLOYEE WITH MORE THAN ONE LOCAL

-3 REVERSE A CHECK FROM THIS QUARTER THAT IS BEING REDEPOSITED

4 REVERSE A CHECK FROM A PRIOR QUARTER THAT IS BEING REDEPOSITED

5 UPDATE FOR A LOCAL TAX REFUND

6 UPDATE FOR FIT OR SIT TAX REFUND

7 UPDATE FOR A RETIREMENT, PREM CONVERSION, FSA, DEFERRED COMP AND ANNUITY

REFUND : ' .

3 WORKERS COMPENSATION ADJUSTMENTS

PF1/13 = MENU PF2/14 = HELP PF3/15 = EXIT ENTER = PROCEED ‘MODE: _
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7.D. On-Line Manual Pay Transactions Added 07-01-93

OPTION 1 - UPDATE EMPLOYEE WITH MANUAL CHECK (ONE LOCAL)

COMPANY : . EMPLOYEE NO: NAME: (OPT).
CHECK NUMBER: CHECK DATE:
PP BEGINING DATE: - PP END DATE:

SHIFT REGULAR HRS OVERTIME HRS REG SAL/AMT OT IND OVERTIME AMOUNT

— ———— e e ———— —

FIT WITHHELD SOC SEC WITHHELD
SIT WITEHELD MEDICARE WITHHELD
LIT WITHHELD

NET PAY GROSS PAY

DED NO DED AMOUNT DED NO DED AMOUNT DED NO DED AMOUNT DED NO DED AMOUNT

SP PAY NO SHIFT SP PAY HRS §SP PAY AMT SP PAY NO SHIFT SP PAY HRS SP PAY AMT

PF1/13 = MENU PF2/14 = HELP PF3/15 = EXIT ENTER = VALIDATE MODE: _

‘Page 7.48



7.D. On-Line Manual Pay Transactions Added 07-01-93

OPTION 2: UPDATE A MANUALLY ISSUED CHECK WITH TWO LOCALS

COMPANY : EMPLOYEE NO: ) ~ NAME: (OPT).

CHECK NUMBER: CHECK DATE:
PP BEGINING DATE: _ PP END DATE:
SHIFT REGULAR HRS OVERTIME HRS REG SAL/AMT OT IND OVERTIME AMOUNT~

STATE: __ LOCAL: __
FIT W/H: SS W/H: SIT W/H: MEDICARE W/H:
LIT W/H: NET PAY: GROSS PAY:

STATE: __ 1OCAL: __ ‘

LIT W/H:

DED NO DED AMOUNT DED NO DED AMOUNT DED NO DED AMOUNT DED NO DED AMOUNT

Lt
L1
I
11
RN

SP PAY NO SHIFT SP PAY HRS SP PAY AMT SP PAY NO SHIFT SP PAY HRS SP-PAY AMT

PF1/13=MENU PF2/14=HELP PF3/15=EXIT ENTER=VALIDATE - MODE: _
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7.D. On-Line Manual Pay Transactions Added 06-01-01

OPTION 3 - REVERSE A CHECK FROM THIS QUARTER AND REDEPOSIT

COMPANY NO: EMPLOYEE NO: NAME: (OPT)

CHECK NUMBER:

CHECK DATE:

PERIOD ENDING DATE:

YO INDICATOR Q

Note: The Indicator has been modified and the system will only take a Q.

PF1/13=MENU . PF2/14=HELP PF3/15=EXIT ENTER=VALIDATE : MODE: _
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7.D. On-Line Manual Pay Transactions Revised 03-15-96

OPTION 4 - REVERSE A CHECK FROM -PRIOR QUARTER AND REDEPOSIT

COMPANY : EMPLOYEE NO:
CHECK NUMBER:
PP BEGINING DATE:

SHIFT REGULAR HRS OVERTIME HRS

STATE :

FIT W/H: sSS W/H:
LIT W/H: NET PAY:

STATE:
STATE:
STATE:
STATE:
DED NO

:
ol 11
I

PF1/13=MENU PF2/14=HBELP PF3/15=EXIT

LOCAL:

NAME: (OPT).
CHECK DATE:
PP END DATE:
REG SAL/AMT OT IND OVERTIME AMOUNT

—

SIT W/EH: MEDICARE W/H:
GROSS PAY:

LIT W/H:

LIT W/H:

LIT W/H:

LIT W/H:

DED AMOUNT DED NO DED AMOUNT DED NO DED AMOUNT DED NO DED AMOUNT

NO SHIFT SP PAY HRS SP

—
—

PAY. AMT SP PAY NO SHIFT SP PAY HRS SP PAY AMT

|

ENTER=FORWARD MODE: _
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7.D. On-Line Manual Pay Transactions Revised 05-01-02

OPTION 5 - LCOCAL TAX REFUND

COMPANY : EMPLOYEE NO: NAME: (OPT)
CHECK NUMBER: CHECK DATE:
PP BEGIN DATE: PP END DATE:

QTR (Q) OR YTD (Y): IND:

‘STATE: __ LOCAL: ___
LOCAL TAX WITHHELD: : NET PAY:
(AMOUNT OF REFUND) (AMOUNT OF REFUND)

LOCAL TAXABLE YTD: )
{ZERO FILIL WHEN TAXABLE NOT AFFECTED)

PF1/13=MENU TPF2/14=HELP PF3/15=EXIT ENTER=VALIDATE MODE: _
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7.D. Op-Line Manual Pay Transactions Revised 05-01-02

OPTION 6 - FIT OR SIT TAX REFUND

COMPANY : EMPLCOYEE NO: NAME: (OPT)

CHECK NUMBER: CHECK DATE:
PP BEGIN DATE: : PP END DATE:
FIT WITHHELD: NET PAY:

(AMOUNT OF REFUND) v (AMOUNT OF REFUND)

SIT WITHHELD:
(AMOUNT OF REFUND)

PF1/13=MENYJ PF2/14=HELP PF3/15=EXIT ENTER=VALIDATE MODE: _
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7.D. On-Line Manual Pay Transactions Revised 02-01-97

AOPTION 7 - RETIREMENT, PREM CONVERSION, FSA OR DEFERRED COMP REFUND
COMPANY : EMPLOYEE NO: NAME: (OPT)

MASTER FILE ACCUMULATIONS:

DED NO: _ DEDUCTION AMOUNT: EMPLOYEE SHARE
DED NO: DEDUCTION AMOUNT STATE SHARE

ENTER CODE WHICH INDICATES EMPLOYEES COVERAGE: -
A. SOCIAL SECURITY AND MEDICARE

B. MEDICARE ONLY
C. 1NO SOCIAL SECURITY OR MEDICARE

TaX FILE ACCUMULATIONS:

STATE CODE: __ LOCAL CODE:

PF1/13=MENU DPF2/14=HELP PF3/15=EXIT ENTER=VALIDATE " MODE: _

NOTE: When doing Deferred Comp, use “C. No Social Security or Medicare™ since these amounts have
already been paid on amounts contributed to Deferred Comp.
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7.D. On-Line Manual Pay Transactions _ Revised 09-01-99

OPTION 8 - WORKERS COMPENSATION ADJUSTMENTS

COMPANY: 47792 EMPLOYEE NO: 0123456789 NAME: (OPT) BROWN
ENTER CODE INDICATING EMPLOYEES COVERAGE:. A

(&) SOC SEC / MEDICARE (B) MEDICARE ONLY (C) NO sOC SEC OR MEDICARE
QTR (Q) OR ¥YTD (¥v) vy

MASTER FILE ACCUMULATIONS: ,
RETIREMENT: DED NO: 04 DEDUCTION AMT: 03943 EMPLOYEE SHARE
DED NO: 69 DEDUCTION AMT: 06331 STATE SHARE

WORKERS COMP ADJUSTMENT: 078842 {(THIS IS GROSS AMOUNT FROM

REQUEST FOR REFUND)
FIT WH : 09600 SOC SEC WH : 04644 SIT wWH : 03504
LIT WH : 0788 TOT FICA WH - 05730 MEDICARE WH : 01086
TAX FILE ACCUMULATIONS : ** WHOLE PERCENT **
STATE CODE: 18 LOCAL CODE: i3 LIT wH : 0788 PERCENT: 100

———

STATE CODE: __ LOCAL CODE: __  LIT WH : PERCENT:

**%* IF MORE THAN TWO LOCALS ARE NECESSARY PLEASE DO PAPER TRANSACTIONS *%%*
DO SICK LEAVE BALANCE CHANGE ON POPY SCREEN B

053 RECORD READY FOR UPDATE _
PF1/13=MENU PF2/14=HELP PF3 /15=EXIT ENTER=VALIDATE MODE: 2

HELPFUL HINTS: Upon receipt of the Workers' Compensation check, the payroll officer would determine if the
employee was entitled to receive the check by the following guidelines:

1. If the employee utilized leave for the entire period, the Workers' Compensation check would be signed over to
the State to reinstate leave. To determine the number of hours to reinstate, the payroll officer would divide the
Workers' Compensation check by the employee's hourly wage rate and reinstate thar number of hours to the
employee's leave balance, : ‘ '

2. M the employee was placed on leave without pay for the entire period, the employee would be entitled to receive
the entire Workers' Compensation check.

3. If the employee wtilized leave and was also Placed on leave without pay for a portion of the period, the Workers’
Compensation check and the employee's payroll check would be added together to determine if the total would

exceed the employee's normal salary.

a. If the two checks do not exceed the employee's normal salary, the employee is entitled to receive both
checks. .

b. If the two checks do exceed the employee's normal salary, the amount in excess of the normal salary must be
paid back to the State to reinstate leave. The amount in excess is divided by the employee's hourly wage to
obtain the number of hours of leave 1o reinstate to the employee's leave balance.
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